
 

 Create Expense Reimbursement with Percent Account Coding 

 Instructions for creating Expense Reimbursement with Percent Account Coding. 

  
 

 
From the CalATERS Global web site at: 
www.sco.ca.gov/calaters_global.html,  

Click    

 

 
 
Key User ID and Password. 
 

Click    

 

 

  
 
To begin an Expense Reimbursement form,  

Click   

 

 
 
Select Form Type, Claim Type, and Trip Type.  

 Click   

 

   
Key Report Name, Trip Dates, Trip Times, 
Location, Purpose, and respond to the 50 mile 
rule.   

Click   

 

 

To save the form, click . 
If you need to exit the form before completion, 

click  from the toolbar or click File then 
Save and Close. The form will be saved as a 
draft. 

Step 4 Step 5 
Step 6 

Information 

Step 1 Step 2 Step 3 

Click the 

CalATERS Global button. 

http://www.sco.ca.gov/calaters_global.html
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Click on “Charge by percentage/amount…”. 

 
Agency name and high level account codes will 
display. Click on the high level account code 
that applies to your Expense Reimbursement. 

 

Click   in the toolbar or click the next  
Tab,  2. Expenses 
 

  

 

Enter in expenses.   

Click   in the toolbar or click the next  
Tab,  3. Completion 
 

 

 

On the Accounting tab, click on the Account 

book icon  . 
 

Enter a unique name in the “Charge to” field of 
the detailed account coding.  
Click                            button.  

 

 

 
When all fields used by the department are 
added, click             . 
Non-CalSTARS: View the hover text in each 
field by placing cursor on field heading. 

Click here first. 

Step 7 Step 8 

Click on the appropriate 
account code.  

Step 9 

Step 10  

Enter Charge to 
name. 
 
Click Detail 
Accounting button. 

Step 12 Step 11  
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Click  to accept entry. 

 

Click  when finished. 

 

 

Click the drop down arrow in the Charge 
to field to reveal the Account Book entries.  
Select one entry and fill in either the 
amount to schedule to this entry or the 
percent. 

Click  to accept. 

 

The Remaining balance to be scheduled is 
listed in both dollar amount and percent.  
Repeat Step 14, if needed, until the balance is 
0.00. 
 
 
 
 
When percentages are used, the last amount 
listed in the “Charge to” field may auto-correct 
so all amounts add up to the total report 
amount.  The auto-correct will occur when the 
user leaves the screen.   
 

*To view the correction, proceed to the next 
tab, Summary, and then return to the 

 Accounting tab.* 

 

 
 
 
 
 

Click  in the toolbar or click the next  
Tab. 

 

 
 

Click  button to select an 
Approver. 

 

 

 

Select Approver and click   

 

Step 13 
   

Step 14 Step 15 

Step 16 Step 17 Step 18 

Repeat process to 
enter any other 
detail account 
coding, if needed. 
. 

IMPORTANT 
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Key your password and click   
 
 
 
 

 

 
 
Select print form option and click  
 
*If the department has more than one receipt 
address, click                                      
 

 

 
 
Select address and click  
 

 

 
 
 
Attach required receipts and other required 
documents to the Transmittal Page.   
 
Forward as designated by your department (to 
your approver and/or your department 
accounting office). 

 

Step 19 Step 20 Step 21 


